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SUMMARY

At the April 12, 2011 meeting, the Committee requested the following additional
information regarding the City’s contracting process: 1) the City Attorney’s contracting
processes; 2) the City Auditor’s contracting processes; 3) a real-time estimate of each
task in the process; 4) a procurement to payment print out of actual time taken in each
step of the process; and 5) the amount of time it takes to initiate the process and pay a
vendor after Council has approved the contract.

The offices of the City Attorney and City Auditor are producing separate reports for the
Committee meeting.

FISCAL IMPACT

This is an informational report. There are no known fiscal impacts at this time.
BACKGROUND

This report provides additional information on the City’s contracting processes as

requested by the Committee. Staff recently presented a report detailing average
contracting time-lines from various City departments. (See April 12,2011 Committee

Item:
Finance and Management
May 24, 2011



P. Lamont Ewell ,
Contracting Process and Timeline ‘ Page 2

report, Attachment A). Staffialso presented a report detailing construction contract
processes and timelines. (See March 22, 2011 Committee report, Attachment B).
Information was presented regarding strategies and activities being implemented to
significantly streamline and reduce the construction contracting process and timeline.

The City Administration has prioritized improving the City’s contracting and purchasing
processes. An inter-departmental committee was formed to provide recommendations,
and implement changes. Key improvements include the following:

% Streamlining the construction contractmg process to reduce the average timeline by
approximately 104 days (from 272 to 168 days)

% Streamlining the purchasing process to reduce the average timeline for catalog
purchase orders by approximately 18 days (from 21 to 3 days).

% Developed a new process for professional services contracts to reduce the average
timeline by approximately 20 days (from 145 to 125 days).

< Working with the City Attorney’s oftice, developed strategies to reduce contractor
burden and time, including streamlining contract documents to reduce paperwork

KEY ISSUES AND IMPACTS

As requested by the Finance and Management Committee, the following is an estimate of:
tasks in the contracting process.

L TIMELINES FOR RELEVANT CONTRACT ADMINISTRATION TASKS

As discussed in the April 12, 2011 report, the Department of: Contracting and Purchasing
(DCP) administers the majority oficontracts for the City, including contracts for
construction, professional services, and goods and commodities. The Community
Economic Development Agency (CEDA) and Department ofiHuman Services (DHS)
separately administer contracts for grants and loans. The April 12, 2011 report provided
contract administration timelines for various City departments, including police, fire, and
library.

This report focuses on information relevant to the three agencies that administer the
majority ofithe City’s contracts—DCP, CEDA, and DHS.
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A Contracts Administered by the Department ofiContracting and Purchasing—
Construction, Professional Services, and Goods & Commodities

Based upon an analysis of 45 professional services contracts administered by DCP in
2010 and 11 contracts administered in 2009, the average contracting fimeline was136
calendar days, which amounted to 91 working days. Information regarding the contract
administrafion timeline for construction contracts is provided in the March 22, 2011
Committee report. See Attachment B.

In addition, committee members requested information on any mandated timelines
associated with the contracting timeline. There is one timeline requirement—the
provision of at least ten calendar days to advertise formal bidding opportunities. OMC
2.04.050 A,

As requested by the Committee, a print-out from the Procure to Pay (P2P) system of
contract administration projects is provided in Attachment C. The P2P system does not
track specific tasks performed in the contract administration process.

As requested by Committee, a sample of the specific tasks performed by staff post-
Council award is provided below. The timeline, however, does not reflect the follow-up
time needed to answer questions from project managers or contractors and to address
problems that may occur in the receipt of contract documents and other issues.

Area Task ' Time

Post Council | Receive and log work order (to include Schedule T,
Authorization | Contract Summary, and copy of Resolution) and

pull project bid file, if appropriate, or create file. 2 hour
Assign Contract Admin staff 14 hour
Document Staff reviews resolution, consultant proposal and

Preparation | RFP documents for requirements and language
consistency to create the appropriate Agreement to
match scope of work and other terms and
conditions as reflected in published details. 1 hour

Prepare contract packet to include:

Y2 hour

» Cover letter outlining contents of packet and

instruction
» Insurance/ Schedule Q
*»  W-91form and copy of Tax License
* Requests any other required documents not

submitted during time of proposal. -
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Document The Analyst distributes the Agreement packet to
Mail out and | the Consultant with 20 calendar day turnaround
Receipt time. Y4 hour
Consultant - Submit signed Agreement and
requested documents to include insurance and all
other documents noted. If all documents are not
submitted or are not properly completed or a
change in the Agreement is requested DCP staff Time varies
will send emails or make follow-up calls to the greatly
consultant, insurance companies, Risk depending
Management, City Attorney etc. as needed until all | upon state of
documents are received and complete for contract documents
execution. The time involved varies widely and is and contractor
difficult to assign. ' responsiveness
Signature The Analyst reviews the returned Agreement
Process packet for completeness and prepares it along with
all appropriate documents for sign off by City
Attorney, Agency Director or designee and City
Administrator. %2 hour
The City Attorney reviews the Agreement and
appropriate documents as to form and legality,
signs the Agreement and then returns to
Department of Contracting and Purchasing (DCP) Handled by
to forward to the appropriate Agency Director other staff
The Agency Director reviews and signs the
Agreement and returns to DCP to forward to the Handled by
City Administrator. other staff
The City Administrator signs the Agreement
executing the Agreement and then returns it to Handled by
DCP. - other staff
Purchase A Purchase Order number is assigned and the
Order Agreement, with all of the appropriate attachments,

is prepared for distribution to (1) City Clerk, (2)
Consultant, (3) Accounts Payable, (4) Project
Manager, (5) Contract Administration, and (6)
Social Equity.

Y hour
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B. CEDA Grants and Loans

As discussed in the April 12, 2011 report, the timeline associated with administering
different CEDA grants and loans varies and is dependent on whether special requirements
are attached. The information provided below focuses on staff tasks to execute contracts
after Council approval of the contracts. The overall timelines for contract administration
is provided in the April 12, 2011 report.

1. Facade/Tenant Improvement Program (FIP/TIP) grants;

This redevelopment-led program currently executes 232 grant agreements per year. The
FIP/TIP efforts include a portion of the time of eight program staff people, one
administrative support staff person, and one part-time intern.

By contrast, four years ago the FIP/TIP work included 92 grant agreements per year,
produced through a portion of the time of eight program staff people and two
administrative support staff people.

FIP/TIP staff determined the timelines below by sampling 10 completed agreements from
different redevelopment project areas which were executed in the last few years.

FIP/TIP AGREEMENT

PREPARATION TASK | AAv8- Time Taken Notes

Draft grant agreement 1.5 weeks

Gather supporting Includes scope, budget,
documents 2.5 weeks three bids for work, etc.

Timely grantee

Insurance proof 1.5 weeks . .
responsiveness varies

Attorneys have pre-
Attomey review n/a . approved standard FIP/TIP
agreement contents

Timely grantee

Contractor signature 05t02 wéeks ; .
responsiveness varies
Grants greater than $15,000
City signatures 2 to 3 weeks requure City Admlplstrator
signature, adding time to
this step.
Contract tiled with Clerk 1-3 days
Variables include contractor
TOTAL AGREEMENT 8.5 to 11 weeks responsiveness and City

PREP DURATION

signing authority required
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FIP/TIP

ENCUMBRANCE/PAYMENT | Avg. Time Taken Notes

TASK
FIP/TIPs are now nearly

Encumber funds via Purchase all done as Direct _

Order n/a Payment. requests, with no
PO required. This speeds
payment substantially
From program staff to

Direct payment request 2-3 days CEDA Fiscal to Accounts
Payable

Check issued 2 weeks

TOTAL PAYMENT 7.5 weeks

DURATION ’

2. Cultural Funding Program (CFP) grants:

Cultural Funding Program staff currently executes 57 grant agreements per year, with
one-half (0.5 FTE) program staff position performing all of the contract preparation

work.

By contrast, four years ago this program executed 75 grant agreements in a year,

developed through the work of two program staff persons

staff person.

and one administrative support

Cultural Funding Program staff arrived at the timeline information below through a
sample of 32 agreements executed during the 2010-11 Fiscal Year.

CFP AGREEMENT
PREP TASK

Avg. Time Taken

Notes

Draft grant agreement

0.5 to 1 week after Council
approval of funding awards

Agreements are mostly
drafted prior to final
Council action, then revised
and finalized after.

Gather required schedules

Timely grantee

- 3 to 4 weeks ; :
and get contractor signature responsiveness varles
Insurance proof or Risk Most grantees request

: 2 weeks .
Mgt. waiver walvers
Attorney review

2 weeks
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Three weeks if no City
Administrator signature
City signatures 3 to 5 weeks required (grants of $15,000
or less); five weeks when
CAQ signature is required.
Contract filed with Clerk 1 week
TOTAL AGREEMENT :
PREPARATION .| 11.5 to 15 weeks
DURATION
CFP _
ENCUMBRANCE/PAYMENT | Avg. Time Taken Notes
TASK
FY 10-11 agreements are
being done as Direct
Encumber funds via Purchase / Payments, with no PO
Order na required. This should
speed payment
substantially
From program staff to
Direct payment request 2-3 days CEDA Fiscal to Accounts
Payable
Check issued 2 weeks
TOTAL PAYMENT 7 5 weeks
PROCESS DURATION )
3. Community Development Block Grant (CDBG) District-

recommended awards:

CDBG staff developed 19 funding agreements for public services and neighborhood
improvements as recommended through the Community Development Districts, and 10
fair housing and related services agreements, during the FY 09-11 two-year funding
cycle. These agreements were developed with portions of staff time from 3 program staff

and 1.5 administrative staff.

By contrast, during the FY 05-07 funding cycle, a total of 38 CDBG funding agreements
of all types were executed, produced through a portion of the fime of 3 program staff
people and 1 administrative support staff person.
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CDBG staff arrived at the timeline information below through a sample of 14 agreements
executed during the FY 09-11 period.

CDBG AGREEMENT
PREP TASK

Avg. Time Taken

Notes

Draft grant agreement

2 weeks after all support
docs received

Agreement drafting does
not begin until after all
components below are
received.

Gather supporting Timely subgrantee
documents responsiveness varies
6 to 8 weeks ) widely. Four of 19
Insurance proof subgrantees submltted‘
proper documents on time;
others took much longer.
Aftorney review 1 to 2 weeks
Contractor signature 0.5 to 1 week
Includes Contract
Compliance and Risk
City review and signatures | 4 to 6 weeks Edégafeﬁs?;i;ivgigs,
Director approval, and City
Administrator signatures.
Contract tiled with Clerk 1-2 days

TOTAL AGREEMENT
PREPARATION
DURATION

14 to 19.5 weeks

Largest variables are
timeliness and accuracy of
subgrantee responses and
complexity of City review
required.

4. Affordable Housing Loans:

Staff currently execute 10 multiyear loans agreements and 3-5 other grant agreements per
year, produced through the efforts of seven program staff people, one staff asset monitor
{who monitors the 80+ existing developments), one temporary employee, one
administrative support staff person, and one student trainee. In 2011, staff will also
administer between 10-14 one-time weatherization grant agreements.
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By contrast, around four years ago the program issued four to six loan agreements per
year. This was prior to the addition of a Preservation and Rehabilitation NOFA for older
affordable housing developments to the annual Housing NOFA process, which has added
4-6 additional loan agreements annually. This work four years ago was produced by six
program staff people, one staff asset monitor, one student trainee, and one administrative

support staff person.

Housing staff determined the timelines below by considering all loan agreements

completed during the last year.

AFFORDABLE
HOUSING LOAN
AGREEMENT
PREPARATION TASK

Avg. Time Taken

Notes

Draft grant agreement

1 week

Negotiate agreement terms
with
borrowers/lenders/investors

4 to 10 weeks

Investors and lenders are
more insistent about term
negotiation points in current
development conditions.

Gather required schedules
and supporting documents

3 to 6 weeks

Longer times usually
associated with
construction-related
document requirements

Insurance proof

0.5t0 1 week

Attomney review

0.5 to 2 weceks for each
round of agreement
revisions through closing

Typically agreements
require 2-3 such iterations,
but reviews are paralle]l with
above steps/times, not in
addition to them

Borrower signature 2 to 3 days

Co:_ltract Compliance 1 to 2 weeks

revicw

o CEDA Director and City

City signatures 2 to 3 weeks Administrator
Completed at loan

Contract tiled with Clerk 0 execution; no additional
time required

TOTAL AGREEMENT Chief variable is

PREPARATION - 12 to 23.5 weeks negotiation process

DURATION complexity and duration
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AFFORDABLE HOUSING

LOAN AGREEMENT .

ENCUMBRANCE/PAYMENT | AV8 Time Taken Notes

TASK
Most housing
development loans begin

Encumber funds via Purchase / with a direct wire transfer

Order na of funds during escrow;
POs are generally not
required
For each subsequent

Direct payment request 2 to 3 days parfial release of loan
funds
Typically, wire requests
take about one week to

Check issued 1 to 3 weeks process; check requests
have been taking 2-3
weeks.

TOTAL PAYMENT 7 to 4 weeks

DURATION

5. Residential Lending and Rehabilitation Programs:

Staff executed 643 residential grant and loan agreements in FY 2009-10, produced
through the efforts of four program staff and one administrative support staff.

By contrast, four years ago the program issued 414 such grant and loan agreements, with
the same staff capacity as exists currently, with four program staff and one administrative
support staff

Residential Lending staff determined the timelines below by sampling grant and loan
agreements during the current fiscal year.
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RESIDENTIAL
LENDING AND
REHABILITATION
AGREEMENT
PREPARATION TASK

Avg. Time Taken

Notes

Homeowner Application
Intake

1 to 3 days

Loan application

2 months avg.; range varies

Includes verification of
income qualitication,
homeownership, insurance,
and other factors.

underwriting widely The time for this step varies
substantially based on
applicant information; can
be as little as 3 weeks or as
long as 5 months.

Escrow 2 to 4 weeks

City signatures 1 to 3 days Largely included within

steps above

TOTAL AGREEMENT
PREPARATION
DURATION

Avg. 2.5 months; range 4
weeks to 5+ months

Chief variable is applicant
submittal of required
components and
verification of qualifying
conditions

C. DHS Grants

The following provides information on the types of grant funded contracts administered
by the Department of Human Services.

umber of umber of
DHS Programs Contracts Administering Staff
OFCY and Children Youth Services Division 129, 2
Measure Y 40 1.6
Community Action Program 12 2
Community Housing Programs Division 45 4
Item:
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Head Start and Early Head Start 37 2
TOTAL 263 11.6

The following is the average timeline for contact administration post-Council award and
is based upon a staff analysis of sampled contracts.

DHS AGREEMENT

PREP TASK Avg. Time Taken Notes

Negotiate agrcement terms Chief variables are grantee

with Grantees 1 to 2 weeks preparat.ion and
responsiveness.
Gather supporting : Includes Scope, Budget and
documents Schedules. Longer times
3 to 4 weeks usually associated with
Insurance proof insurance related document
requirements.

Includes Contract
Compliance and Risk
Management reviews, City
Attorney, Department
Director approval, and City
Administrator signatures.

Review and Signatures 1 to 2 months

Contract tiled with Clerk 1-2 days

Largest variables are

TOTAL AGREEMENT timeliness and accuracy of
PREPARATION 6.1 to 15.2 weeks grantee responses and
DURATION complexity/duration of

City review required.

As requested by the Committee, the following is a sample of the contracting task list for
DHS and CEDA staff post Council award of the contract. The information provided
below is a sample since the-time it takes varies depending upon the type of contract,
issues with the contractor, funding requirements, and other variables specific to the
contract. In addition, the staff administering these tasks is working on other programs
and services at the same time as administering the contracts. The information provided
does not reflect the turn-around time for receiving information, documents, and other
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essential elements in the overall contracting process. The timelines provided above are
more representative of the actual time it takes for the contracting process to occur.

Task

Area Time
Preliminary Grantee Pre-Contract Grantee 4 hours
Communications and Meeting Prep Time
Information Needs
Pre-Contract Meeting 2 hours
and Correspondence
Contracting and 2 hours
Technical Assistance
Workshop (group)
Prepare Contract 3 hours

Tracking Database
(particular to DHS
grants)

Online database
Trainings (particular
to DHS grants)

2 hours each

Scope of Work, Budget
Negotiations and Contract
Document Preparation.

Qrantee Document
Preparation
Technical Assistance

'2 hour to several
hours depending upon
contractor

Online database
Technical Assistance
(per agency)
(particular to DHS
grants) '

42 hour

Review online
database Scope of
Work and
Demographics
(particular to DHS
grants)

% hour ‘
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Review online
database Budget
(particular to DHS
grants)

Y hour

Contract Negotiation
Prep Time

Y2 hour to several
hours depending upon
type oficontract (i.e.
affordable housing
loan contracts involve
more time)

Contract Negotiation

1 hour to several
hours depending upon
type oficontract (i.e.
affordable housing
loan contracts involve
more time)

Print online database
documents several
hours depending
upon type oficontract
(particular to DHS
grants)

Y4 hour

Compile/collect
contract schedules,
review for
completion, follow-
up missing docs and
file

1 hour to several
hours

Populate and
maintain Contract
Tracking Database
(particular to DHS
grants)

Y4 hour

Contract Execution Steps

Route Contract to
Risk Management

¥ hour (information
does not reflect time i1t
takes for documents to
be retumed)
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Route contract to ¥ hour (information
Contract Compliance does not reflect time it
takes for documents to
be returned)

Route contract to 2 hour (information
City Attorney does not reflect time it
takes for documents to
be returned)

Route contract to Y2 hour (information
Program Manager does not reflect time it
takes for documents to
be returned)

Route contract to “4 hour (information
City Administrator does not reflect time it
takes for documents to
be returned)

Route contract to Y4 hour
City Clerk
Contract Encumbrance and Establish Vendor 2 hour
Payment Number
' Oracle Requisition %2 hour (information
Request. does not reflect time it

takes for Purchasing
staffito approve.)
Oracle Release Y2 hour

Request

Fiscal Encumbrance Y2 hour
and Invoice

Prepare check and s hour
“invoice for delivery
to vendor

Item:
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IL. PAYMENT TIMELINES

The City’s purchasing ordinance requires that contractors receive payment within 20 days
of receipt of an invoice.

In late 2010, the City’s Department of Contracting and Purchasing and the Accounts
Payable division of the Finance and Management Agency approved a change to the
process of encumbering and releasing funds in certain circumstances. Prior to this
change, all grant agreements had to be set up as individual Purchase Orders through the
City’s Procure-to-Payment (P2P) system. As of September 2010, grant funding
agreements which would be released in their entirety in one payment could be processed
as “Direct Payment requests,” without the more time-involved Purchase Order Request,
Purchase QOrder creation, and encumbrance release processes which are required of most
other City contracts. This improvement significantly reduces the time it takes to pay
contractors.

Information on the payment process and timelines for direct payments are provided
above. Additional information on payment timelines involving the P2P system will be
provided in a supplemental report.

SUSTAINABLE OPPORTUNITIES

Economic: A cohesive and expeditious city wide contracting process creates timely
distributions of contracts to businesses doing business with the City of Oakland and more
timely delivery of services to the City.

Environmental: There are no environmental issues or opportunities in this informational
report.

Social Equity: An expeditious city wide contracting process results in more timely
distributions of contracts to for profit and not for profit small and local businesses.

DISABILITY AND SENIOR CITIZEN ACCESS

There are no disability and senior citizen access issues in this informational report.
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ACTION REQUESTED OF THE CITY COUNCIL

It is recommended that the Council accept this informational report.

Respectfully submitted,

S

’ .
Margaretta Lin

Deputy City Administrator

Reviewed by:

Deborah Barnes

Director

Department of Contracting and Purchasing

James Bondi

Agenda Coordinator

Community & Economic Development Agency
Sandy Taylor

Children and Youth Services Manager
Department of Human Services

APPROVED AND FORWARDED TO

i@ynagemem Committee
f;

O&({f the City Administrator /

Attachments
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gpiinar pe PR D UE
TO: Office of the Ciiv Administrator
ATTN:  Dan Lindheim, Ciy Adminisirator

FROM:  Dzborah Barnes, Depanimem of Comracting and Purchasing
DATE:  Apni 12,2011

RE: Inlormational Report From the Conrract and Purchasing Departmeni on
Conrracting Process and Timeline for Various Avencies

SUMMARY

Thz Commiuge requsstad an informational report regarding the contracting proczss and
timelinz for the Public Worl:s Aezncy, Police Departmsent, Fire Department, Attorney’s
oifice, Library, Community and Economic Deveidnnent Agency, Depaniment ol Human
Services. and Citv Administrator’s Oflice.

FISCAL IMPACT

Ags this 1s an informational report, there are no known fiscal impacis at this time.

BACKGROUND

This informational report focuses on average time lines of the contracting process from
various Citv departments. Staff recently presented a report detailing the process and
timelines for construction contracts for the March 22, 2011 report to the Finance and
Management Committee. [nformation was also presented regarding strategies and
activities being implemented to significantly streamline and reduce the construction
CONLracting process.

There is a basic baseline contracting process for informal bids, whereby three bids or

solicitations are required, and the formal process whereby a public advertisement and an
open competitive process is followed. The following provides a summary of the process
with competitive bids.

Table1: Timeline f_m' Non-Construction Contracts

Phase 1
Preparation
Needs for
Work Order
by Project
Maunager

7l

Define good and/or service need and
secure funding. -

i~

Define funding requirements if different
from City

LS

Identify appropriate method to buy good
or service: a. Informal or b. Formal

ltem:
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DOP Contructing Process and Timeline

d
an

ir
7
1.0

4 | Decide: Reques: for Proposal or Notice
Invitne Bids
5 | Prepare Specifications/Scope of Work

F ~—— & | Advertise (2 10 = weeks)

Phuge 2 {

Onee Work | | Prz-Proposal Meeting (condueted 1 week
ooasn aitar advertisements)

Submitied: ‘o 8| Peceipt and Review of Bids or

Public Process

Ordor ]I
L
| . . -
i Submittals (PM and DCP. 1-2 weelisy
3

9| Evaluations, Interviews, Assessments,
Compliance Anaivsis. (4-12 weeis)

Pliase 3 {10 ¢ Council Action (-8 wezks)
ltase J
Reviev: and N
Contract 11 | Negotiavons with Contractors (1-3
Award WEEKS)

12 | Contract Preparation. Insurance and
Bonds, Execution and Distribution (up to
2 months}

KEY ISSUES AND IMPACTS

As requested by the Finance and Management Committee, the following is a snapshot of
the contracting process and timeline for various City departments.

The Department of Contracting and Purchasing (DCP) administers the majority of
purchases of goods and services that result in City contracts and includes the following

types:

*

v Construction contracts over $15,000

<+ Professional services contracts over $15,000

<+ Contracts for goods and commodities over $5,000

Grants and loans are administered by the program agency, such as CEDA or DHS. The
Social Equity Division of DCP conducts compliance evaluations for Living Wage and
Equal Benefits as well as non-compliance investigations.

ltem:
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>
e
L

Projessional Services and Consrruction Contracts Adminisicred by DCP: Process and
Timeling

DCP woriis with using agencizs 10 ussist in satistving thels procuremen: und compliance
nzeds. The average RFP ume line nowed above in Table | is approximatziy 145 davs when
considering a varizty of influzncing factors such as compiexity of purchase, changes 10
the scope of wori.. and protesis. Informaiion abow 1he contract process and timeline for
construction contracts, including recent changes mads te sireamline and shorten the
timeline, was recently providad 1o this Commitizz, See Attachment A, Curren: efforts
by thie inter-departmental commines on contracting and purchasing convened by the Ciry
Administrator’s officz will resuli in further reductions in the umeline.

Additional reductions in time may bz realized by incrzasing the Citv Adminisualor’s
contraci authority from the zxisting uweshoid o7 $13,000 for Qaklanc Redevelopment
Agency (ORA) contracts and $100,000 for non-ORA contracts. :

Contracts for Goods Administered by DCP’s Purchasing Unit

DCP’s purchasing division administers informal bids betweer $5,000 to $30.000, and
formal bids over $30,000 for goods and commaodities. The process for informal bids is an
estimated 20 days and for formal bids up to an estimated 60 days to reach an award.
Awards requiring Council approval would take an additional 6 to 8 weeks. Tasks
performed by Purchasing staff include converting requests submitied by using agencies
into a biddable format to include specifics of the purchase (specifications). Purchasing
will advertise a minimum of 10 days before bid opening and a bid recap is prepared in
order to identify the lowest bidder. See Attachment B for the activities and timeline.

Grants and Loans

Grants and loans must follow a contracting process expressly stipulated by the awarding
authority. Grants may include a community process and may also include the naming of
grant partnerships that contribute to the actual grant award.

The majority of the City’s grants and loans, including to nonprefit organizations, are

administered by the Community & Economic Development Agency (CEDA) and the
Department of Human Services (DHS). DCP/Social Equity conducts compliance and
non-compliance investigations for Living Wage and equal benefits.

CEDA Grants and Loans

Item:
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o

o
~
o]

0

4

AVCEDA contracis which require a formal RFQ/RFP process are tvpicallv worked on
with DCP assistance. Tie timeline associated with administering different CEDA grants
and loans varies and is depend=ni on whether spzcial requirements ars attacheqd, such as
from the funding source. Below 1s a snapshot.

Grant programs with pre-authorization from Couneii (mostly Facade/T enant
Improvement Program g¢rants): 3-3 montiis

1. Concepr/owner appiication’bids: Av
2. Contraci preparation and £xecution:

g
1

. 2 months
3 months

Community Development Blocki Grants: 13 months

Public competitive process including local CDBG boards: 7 montirs

Council reporr preparation and approval: 2 months

Contract development and approval: 6 months. Note that this step is long due to
the delay in the release of HUD funds following Council action, and mandatory
orientation training for contractors (in addition to the usual City contracting
processes).

W) k) —

Cultural Arts Program grants: 11 months

Public competitive process including Cultural Arts Commission: 6 months
Council report preparation and approval: 2 months
Contract development and execution: 3 months

L N =

Housing Funding Agreement: 8-10 months

NOFA process: 5 months.

Council report preparation and approval: 2 months

Letters of commitment—immediate

Final loan agreement 2xecution: 1 to 3 months; varies widely depending on
complexity of the transaction and negotiations, also upon developers attainment
of other financing. ‘

B

Professional Services contracts less that $15K, no separate Council approval
required: 3-4 months

1. Informal bid/selection process: 1.5-2 months.
2. Contract preparation and execution: 1-2 months.

Item:

=
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Oira-funded Professional Services contricts greater than $S13K, Council approval
required: 3-6 mouths :

1. informal szlzcuon process: 1-2 months

2. Council report preparation and approval: 2 months

3.

Contract dzvelopment and exezcution: 2 months,

Loans wo first-time homebuyers: 2-2.5 months

i, Imaie/Underwriing: 5 dayvs
2. Closz: 45-60 davs afier the buyer enters into conuract.
3. In-house review: = davs (17 al! documenis are complete)

4. Check through AP: > davs
3. Wire wansfzr: 7 davs

Rehabilitation Programs: 2-3 months

Intake/Underwriting: 10-14 days
Project Design: 30-45 davs

Bid Process: 13 davs

Escrow Closing: 10-14 davs

L

Emergency Home Repair Program: 1 month

1. Iniake/Under\%friting: 10-14 davs
2. Loan Approval/Escrow Closing: 10-14 days

DHS Grants

DHS administers contracts for a number of different grants, including the Oakland Fund
for Children and Youth (OFCY), Measure Y, Head Start, and other programs. The
general process is the following:

* DIIS issues an RIFP based on strategic plan or City priorities. Recelve responses to
RFP and then they are ranked by review panels. Recommendations are determined.
Notifications and Appeals occur.

» OFCY recommendations go to the POC for approval. Review by POC: OFCY
Review and Selection Commitlee requires 4 noticed public meetings (mid Feb
through March). For Measure Y, the Measure Y Oversight Committee reviews. For
the CAP- recommendations go to the CAP Administering Board for approval.

Item:
Finance and Management
April 12, 2011
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« Recommendations for grantes contractors ¢o forward 10 Council Commiuess (Life
Enricihment or Public Safztv) and then onte full Council.

o Apexample of the imeline would be as follows: RFP is issuzd m Nevember and is
dug in lanuary. Review and 4ppeals by mid-March. POC Recommendation and
Appeal Provess {Apitd | 1o May 3) (tiree noticed public mecrings). Councii report
drafied by Apri! for presentaten in Mav. In total, a siv-month process from inczprion
1o approval,

¢ Scopes of work are negouated. Grantzes begin completing their forms. (Some are
required with the R¥P and the rest are submitted afterwards.) We are depzndant on
grantees 1o submit forms in order to complets the conwracting process.

e (Contracts arz forwardzd to Citv Auornev for a 2-3 week turnaround (depending on
amount of contracts to be reviewed couid take even longer), also need Risk

Management and Citv Administrator’s approval which can add another 2 weeks.

» For most programs with the exception of OFCY, the timsline is approximately 7-8
months in total.

e Below is atable which pertrays OFCY’s timeline. Their timeline is about 9 months
total from inception to completion due to the required noticed public meetings.

OFCY Grants Timeline

QOFCY Request for Proposal & Review
Process

RFP released (mid nov)
" Proposals due (mid jan) § wezks
Review: Proposals are read and scored by | 4 weeks
external reviewers and staff (mid to late
Feb)
Review by POC: OFCY Review and 6 weeks
Selection Committee requires 4 noticed
public meetings (mid Feb through March)
POC Recommendation and Appeal Process | 4weeks
(April | to May 5) (thiree noticed public
meetings)
| LEC agenda report prepared and submitted | 4 weeks

Ttem: .
Finance and Management
April 12,2011
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bv and approved by Junz 13; resoiution ! |
| 26 weeks

Ivegotiation and approval of scope of worl:

ov.June 30

; Organizations submil required forms and |

" insurance: policy targets [00% by Get. ] |

| From document submission, Crran: f

. Compliance Review |
|
i
i
f
.
|

I
Contractine Process |
:
]

{30 davs to 4 months)
i Submitizd Junz to Ociobzr,

Pl owesl

s City Anorney Review (2 weelis 1o 3 wzzkisy
* DHS 2™ Review
Citv Administrator Revizw

i (] waelr)
{1102 wezel:s)

'O or more wesaks

Public Works Agency (PWA)

The PWA administers coniracts under $13,000 for consiruction and proizssional services
and under 52,000 for goods and commodities.

The timeline for goods and commoditizs is as follow:
+ Obtain 3 bids: 2 -4 weeks
+ Create the Requisition: 15 min.
% Approval the requisition and create Standard Purchase Order approval: 1 -2 days.

Fire Department

The Fire Department executes a small number of contracts each year. For those that are -
below the threshold requiring Council approval, the process is relatively short and
straight-forward.

Less than $13,000 without Formal RFP/RFQ Process

When initiating a contract for an amount that is less than $15,000, the following steps are
followed: '
1. OFD swaff spends 1-2 days preparing the contract template and associated
schedules.
2. The contractor spends 15-60 days completing the schedules.

Ttem:

Finance and Management
April 12,2011
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OFD spends 1-3 davs reviewing the conwractor’'s schedules and submits 1o the
City Attornsv's office, if all documents'are in order. [ they are not in order, OFD
stafl communicates with the contractor 1o request additional informauon.

OFD swaff revisws insurance information provided and if necessary; requests
insurancs waiver., This process takes 1-5 davs o complete.

The City Anorney’s office spends 1-3 davs reviewing the contract and schedules,
if 1t 1¢ & youilne contract. 17 the contract is noi routine. 1t can take the Ciiv
Aunornsy's office significanthy mors time o analyvze and decide what needs 1o be
dons m order 1¢ move forward with a particular vendor or or a paiticular tvpe of
agreement.

After the Civv Auormey's office sign-off, the Citv Administrator's office spends 1-
10 days raviswing the contract and schedules befors sign-off.

N

L

Q\

Library

For professional services contracts under $13.000. bids are handled by Library staff and
approved by DCP, These contracts that do not require Council action take from 7 to 30
days. The ones that require Council action take an additional 45 to 60 days.

Police Depariment

When initiating a contract for an amount that is less than $15,000, the folloWing steps are
followed: ‘

OPD spends 1-2 days preparing the contract template and associated schedules.
The contractor spends 5 - 15 days completing the schedules.

OPD spends 1- 5 days reviewing the contractor’s schedules and submits to the
Office of Chief of Police for forwarding to the City Attorney’s office and City
Administrator’s office for review and signature, if all documents are in order.

4. The City Attorney’s office spends 5 -10 days reviewing the contract and
schedules, if it is a routine contract. 1f the contract is not routine, it can take the
City Attorney’s office significantly more time to analyze and decide what needs
to be done in order to move forward with a particular vendor or for a particular
type of agreement.

After the City Attorney’s office sign-off, the City Administrator’s office spends 5-
10 days reviewing the contract and schedules before sign-off.

L3 Y —

wh

City Administrator’s Qffice

The bulk of contracts are handled by DCP. For the American Sign Language contracts
administered by the ADA Division, it takes about 6 weeks from the RFP to notice to
- proceed issuance.

[tem:

Finance and Management
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SUSTAINABLLE OPPORTUNITIES

Economic: A cohesive and expeditious c¢iiv wide contracting process creates umsly
distributions of contracts 10 businesszs doine business with the Ciryv of Oaldand and more
umelv delivery of services o the Citv.

Ewvironnentnl: There are no environmental issuzs or opporiunities in this informational
report.

Social Equiry: An expeditous citv wide contracting process results in more iimeiy
distributions of contracts to for profit and not for profii small and local businzsses.

DISABILITY AND SENIOR CITIZEN ACCESS

There are no disability and senior citizen aceess issues in this informational report.

ACTION REQUESTED OF THE CITY COUNCIL

It 1s recommended that the Council accept this informational report.

Respectfully submitied,

/@_&/m)

Deborah Barnes

Director
Department of Contracting & Purchasing

Reviewed by:
Margaretta Lin
Deputy City Administrator

FORWARDED TO THE FINANCE AND
MANAGEMENT COMMITTLL

%“/‘““““’—“’ hem: %

Office of the City Adminisiraior Finance and Management
April 12, 2011
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= 2 Joint Informational Report on the Cin’s Contraciing Prozess for Public Works
Projects Inctuding Timelines Compared e Uther Entities and Contributing
Factore Such as Staffing.

SUMMARY

The contracting process for the Public Works .L.genc;\ covers ths purchase 0 goods anc serviges.
oods include commodities, supplies and unit ; ic ed items. Services include proiessional/non-

plof ssional and conswuction This reporf focuses on the category of consiruciion services oniy,

StaiT will rewurn to this committes at e later date with an outline and effizienciss for the
proiessional services conirasting process. Because consiruciiorn 15 the most complicatsd and
invoived process tiis information helps o lay the foundation for discussion purposes.

The sxisting contracting process fakes an average of 272 calendar days, dependmg upon & variety
of rmluencmg factors that may include but not limired to staffing, tumarcund fime of documents,
protests, and re-bids.

e proposad process is expected to reduce the existing turn around time by 104 days. The
reductions will be realized by parallel procssses, early initiation of council reporting, and moving
to the next loweast Dldd er if a contractor or consultant fails to respond in the 20 days allotted

Attachment I provides th° flow chart of the revised or Propos d” contracting process and
includes improvemenis from the issuance of 2 work order to Issuance of a Notice to Proces
(NTP) , which formally directs the contractor to commence work.

Attachment 11l includes the existing and proposed timelines and provides a verygraphic picture
of an improved proposed timsline.

It 1§ estimated that soine 40 days could be sav°d if the City Councit delegated authority to award
contracts under $1,000,000, where funds have been previously approved by City Council, to the
City Administrator or Director of Public Works as 1s done in San Francisco, San Jose, Los
Angeles, Long Beach and San Diego.

Recently, the Public Works Agency ce1‘=b1 ated re-accreditation. Contract. Administration Division
of the Department of Contracting and Pu_rchasmg played a significant role by providing details

" of the contracting procssses. The process was approved as valid and specific to the requirements
as outlined by the accreditation entity. : :

FINANGE & MA A(“tMEI\T CMTE
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amin ol the Deparimen of

Denorriall v ths Contract Admuinis

Contaciing anc Pur:n esinc. Whern i Unil Tuncuonss unaer s Pubils Worls Agency, 1T was

consigersd unastsiaisd 2t Lve il ime empiovess (FIIs) who serveld DL ontv, Currem

swathing inclugss twe fuli me emplovess and one pari-ume emdloves. We zre in the DROZERE OF

- wedll

filiing one anc ons naif vacancies

=, 11 if IMporian. 1o note na over the i2st vear, Two Tl ime

°<*\Dimfses an-”‘ one par Lme =m ﬂlovee ool time 0% undsr 2 AosIor’s cers for ‘»—8 weslte o

e

difreren: intevals Tor various personal reasons. This szousnce of evenis craats
baclziog for the Publiz Worls Agency. Thic Jas: vear was Indesc most Dezat \m-* ' m_-:a:'. WiTL The

= upit s W'O“l-l”“ ic T*‘"C’L" = Ticienzies

12:g257 12¢ Times in TE RISIoTy of

Wiin assistance from using agencizes, in paticuler the Public Workis Agzncy, the unit b2t been

able 1 move forward and within the neit thres monthis should pe stafIze back: 1o the pos: budge:
lavel of two and ons hali administrative Analysts 1L a parf iime office Assistant 1T and a Service
Supervisor. A

In order to an,uon at 939%, =ffiziency, a lezs: one addinonal Adminiswative Analyst T (recruisd
as a Coniraci Speeialist) miust be hired. In addifion, the past tims Adminisirailve Analyss 1T and
the Office Assistant IT must be brought back up to full time. Thesz actions wili bring the unit
back up to 90% capacity.

The costs for ons additional Administrative Analyst II/Contract Speciahst and bringing the part
time Office Assistant I and Administrative Analyst II bacl: up to full tme hours will zost
approximately $192,623.00 (salaries plus fring=):

Part Time te Full Time _
.1 Administrative Analyst 11 b 51,475.00
2 Offics Assistant 11 h 26.620.00

One Additional Full time

3 Administrative Analyst II % 111,528.00

BACKGROUND

Several localities, including San Francisco, Los Angzsles, San Jose and Alameda County were
contacted to glean turnaround times for their contracting processes from the point of preparing
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tmn: and soesification:s o W IO On averas:, 1 wrneround nmes rang=d Tom

=1, inciuding proissIs anc re-Dice

nL Process 0IUNE SmOOTnly WL 2270 84T 0T events, e 'u-narouni ums
averagas approximaizly 150 0 190 davs. £ numoer of influencing factors con ¢ the
varianse in wirnaround tmes. For sxampls, coniraciing processes ars infiuenced b}-‘ stariing
DAETerns, autnority izvals, and a_:)prox-'a} procedurss, including counsit aporoval,

Whar th= 20niasi

iTe

o=t

'"hf Citv of {raidand has ths lowss: Ciry Adminisaior inreshold an o-‘he: comparadie citizsg,
I aadinion, other locaiiias recruls Tor conirast Sp2cizlist as 05003273 1o = citywids clzassifization
SU:L’; 23 .—'_D.E'l'llI'IIS'".I'B.ZE'\’?, .—‘-na.l}_'s-:.

iz measuring the City of Daldand’s processes ans sxpaciss ouitomes, the imoroved prosess wilt
recuce irnaround ume by 104 davs.
FEY ISSUES 4

AND IMPACTS

The exisiing process found as Ariachment I can bs improvad significantly by introducing parallel
processes, sarher documens u'nplernﬂn ation and cut off points for non-responsive contractors.
Coupled wiih full st taffing, the procass will run shoris

Amachment 1T shows thz Proposed Coniract Bid and Award Process for Construction projzcts.
Key poinis of the proposed fiow chart includs the following changes

= (Step 1) - Submit complete bid package with work order.

*  The work order initiaies work and is submitted by the using agency. Heretofore, work orders
and bid packages were submitted at various degrees of completion. Under the new process,
complets packages will be submitted. Incomplmtﬂ packages will be retummed with the work

order.

»  {Steps 2 and 3) Contract Administration will assign staﬁ review documents, set and hold
initial conference with all parties, This will occur between 10-15 days given current workload.
The targst 1s 10 days. ‘ - '

» (Steps 4 & 6) Include 1= producmg docum nts and preparing the 12gal advertiss ement.

» (Stzps 5 and 7-9) Includs preparation of the l2gal advertisement and placing that ,
advertisement in the paper of record. Time allotting for accepting bids will range from 2 to 4
weeks dzpending upon the complexity of the project. For example, routine work will have a
two-week turnaround time and more complex projects including the mandates of
Disadvantagsd Business Enterprise Program requirsments (DBE) carry a 3 to 4 week period.

»  Steps 12-21 will take placs several weeks sooner and sign off on the agenda report will taks
place as a parallel process. An additional 40 days could be saved if the City Council d=l=gated
authority to award contracts under $1,000,000 to the City Administrator or Agsncy Director.
Many City Councils, including San Francisco, San Jose, Los Angeles, Long Beach and San
Diego, have recognized that projects are already approvad by the City Council through the
budget process, grant approval, or other legislative action. Award of the construction contract
to & contractor is an administrative function, which can be delegated to an Agency Dir=ctor.

Finance
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Not reilrnsc, the Arensy mMAay chocse 1o move 1o 18 Nt JowssT Diadsr, bwﬂ- will requss:
DETTNISSION [C 4TOP T 118 NSYT MOS 125D0nsive and responsible biddsr.

Given the changss in various si=ps as noed gbove, DCP and PWA st2fwil conimus 1o revizw

i

the Process or an ongoing b 1C ideuly efficienciss and IMmpTOYEmsenis,

SUSTAINABLE OPPORTUNITIES

?—i-_.

Fconomic: 1ozal and Small Lozal conmacstors will realizs 2 shorer wmaround ime
TECEIVING contracts and receiving & notes to prosesd.

Environmental: N/A

Sociel Equity: increased nse of lozal businesses.

ACTION REQUESTED OF THE CITY COUNCIL

Staff recommends that the City Council apprdve the resolution _adopzing the aitac'net_:l 1.CP.

Respectfully submitted,

D=borah Barnes, Director
Department of Contracting and Purchasing

Ll & A—
Vitaly B. Troyar, P.E, Director
Public Works Agency

FORWARD TO THE
FINANCE AND MANAGEMENT COMMITTEE;

Office of the City Administrator - ' . Finance & v
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Ixisting Contract Bid and Awand Process tor Construction Projects
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Existine Contract Bid and Award Process tor Construction Projacts
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BNV - Submit wark order and bid package to star: bid process

The Projezt Manager compietes ths Depariment of Contractiing and urchasing {DCP) wori: orger to
start the bid process. The work orger fori Is submittes to DIF along with the City Administrator
Checzk List, mamorandum approving for bids from the £ssistant Direztor, Orazle funding
information, Rzady to Advertise Checkiist, oroject piang, speciiization:, and enginesaring astimate.

DZP - fssign personnel, review dozUments anc 521 fanference cace

he Fron: Desk personnei at Department of Contracting and Purchasing {DCP) iog the work arder
intoc the DCF database and forward the project to the Supernvisor for assignmeanc. The Anaivst and
Comgliance Cifizer review the dozuments, and contact Project Manager with.a meeting datz and

timz for initial conferance

DCP - Hold initial conferance to set schedules

The Analyst, Compitance Officer and Project Manager meet to scheduls dates for advertising bids,

conducring pre-bic conferance, spening bids, preparing Canvas of Bids, preparing Contract
Compliance Evaluation and preparing Council Report and Resolution.

PM - Reproduce:construction documents and plans
The Project Manager updates thz construction documents and pians with the Anatystand
Compliance Officer names and contact numbers, pre-bid conference information, and bid opening
information. The Project Manager sends the construction documents and plans for rﬂproductlon
and provides the copies to the Analyst prior to the start of the advertising period.

DCP - Prepare legal advartisement

The Analyst prepares the legal advertisemeant, routes to the Supefvisor and DCP Director for

"approval and sends to advertising agencies for advertisement. Typically, the City advertises on the

Cakland Tribune, San Francisco Chronicle and the Post, but the Project Manager could add other
local Newspapers as wall.

DCP — Mail construction documeants and plans

The Analyst mails the project “green card” to the list of contractors on the Builders Exchange. The
“green card” is a summary of the project printaed on half sheet green card stock. It lists the pre-bid
mesting and bid opening dates, times and jocations as well as the project contact names and
phone numbers.

Newspapers - Advertise project

The advertisement is due to the advertising agencies on different days, and each agency runs the
project for one week duration. For complax projects, the adveriisement duration can be extended.

SK02/16/11 R Page 1



Exasting Contract Bid and Award Process for Construction
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DCP - Conduct pre-bid conterence

DCP scheduies the pre-bid conference {the pre-bid zonfarence & oniy heic on Tuesdays anc
Wadnesdays). The conference ozurs betweser the advertisement daiz anc bid dus dais. For
some projesiz, this conierence may be mandziory o7 highly recommended. (7 provigs: an
opporiunity for potential bidders to ask tachnizal quastionz and questions regarding City nolicy.
The Anaiysi, Compiiance Oicer and Project Manager meet with interesied Contratiors,

Contractor - Prepare bids
The Contraziors prepars their bids.
City Cierk - Dpen bids

Bid opening is oniv scheduied on Thursdays. The Ciny Cieric receives and opens the bids anc the
Analyst records the bid results.

DCP - Prepara Canvas of Bids and Contract Compiiance Evaluation

The Analys: presares the Canvas ot Bids and 2 summary of reguired documents {i.e. Schedule O,
Schedule R, Scheduie K, Bid Security, and acknowledge and sign off of receipt of Addenda). Tha
Compliznce Officer compietes the Contract Compiiance tvaiuation to resiect iocal/amall iozal
business participation levels and bid discounts. 4 ietter summarizing the Canva; of Bids and
Contract Compliance Zvaijuation is provided to the Project Manager.

PWA - Prepare Council Report and Resolution and route for department review

To obtain Council approval to award the contract to the lowest responsible bidder, the Project
Manager prepares an “Agenda Report’, which consists of an internal Agenda Report Routing Form,
Agenda ltem Transmittal Form, Memorandum to Rules & Legislation Committee, Council Report
and Resolution, The preparation of an Agenda Report reguires the coordination of many.City
Departments and Agencies, the City Administrator and the City Cierk’s Office.

Upon completing a draft Agenda Report, the Project Manager routes it first to his/her Supervisor,
then on to the Division Manager and Assistant Director for review and comments. Once the
comments are incorporatad, the Project Manager/Supervisor: 1) routes a copy of the documents
to the Budget Office for review and feedback; 2) emails the draft Agenda Report to the Assistant
Director's Administrative Assistant; and 3) forwards the Memorandum to Rules & Legislation
Committes to the PWA Agenda Coordinator. The Assistant Director’s Administrative Assistant is
tasked to route the draft Agenda Report to the City Attorney for iegal review. The PWA Agenda
Coordinator facilitates the scheduling of the agenda item at the next Rules Committee Meeting.

Budget Office - Budget Analyst review and signh Transmittal Form

Kl

The Budget Analyst reviews the Council Rnport and Resolution and inforrns the Project Manager of
any fiscal concerns. thoon satisfactory review, the Budget Analyst signs and returns the

. accompanying Agenda Item Transmittal Form.
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Existing Contract Bid and Award Process ror Construction Projects

14,

“18.

18,

20.

21,

iR —

Office of the Cioy Attorney - City Attornay review anc sign Resolution and Transmitzal Form

ne ity Attorney review: the Zounci Report anc Resolution and informs the Projes Manage: any
egzal concerns. The City Attorney aiso reviews the form anc format of the Agandz Repor: titie to
ensurs i combyiies with tha 3tate’s "Brown A", Ubon satisiactory review, the City Attornay signs

nc returns the Resoluton and the azzompanying AZend: ftem Transmistal Form,

[a}]

RULZS - Scheduie item for Zommitize/Council Meeting

Ruies Committze formaliy scheduies the item for the aporopriate Committes Meeting. in zerain
cases, the Projzzt Manager may reguest to schaduia the jrem directly to Councii anc Syoass the
Committee. The Project Manager and Supervisor attenc the Rules Committes Meeting to respond
to questions.

PWA - Assistant Director approval

Th= Budget and Lega~approvec Agenda Report is routed to the Assistant Director (2™ review) viz
thz PWA Agenda Coordinator for review, edits anc approval. The Assistant Director signs the
Agenda ltem Transmittal Form prior to forwarding to the Agency Director.

PWA - Agency Direciorapproval

The Agency Direztor signs the Agenda Report anc the accompanying Agenda ltem Transmittal Form
prior to forwarding to the City Administrator's Office.

CAD - Approve Council Repor: and Resolution

The City Administrator’s Office reviews the Agenda Report and provides edits and comments to the
Project Manager through the PWA Agenda Coordinator. Revisions to the report are due back to.
the City Administrator’s Office within 24-hours. Upon satisiaztory review, the City Administrator
signs the Agenda Report and forwarits the Council Report and Resoiution to the City Clerk’s Office
for publication. To allow time for review by the publiz and meeting participants, the Agenda
Report and its supporting materials are produced and made available to the public ten (10) days
before the item's Committee meeting date.

Council Committes - Approve Council Report and Resolution

The PWA Division Ma nager, Supervisor and Projezt Wlanager attend the Council Committes to
respond to questions. The Council Committee approves the Council Report and Resolution.

City Council - Approve Council Report and Resolution

2 PWA Division Manager and Supervisor attend the City Council Measting to respond to guestions.

Th
The City Council approves the Council Report and passes the Resolution.

City Clerk - issue Certificate of Resolution

The City Clerk assigns a Resolution Number and issues the Certificate of Resolution.

L BT S A TS T CE R T

SKO02/16/11 Pape 3



tyisting Contract Bid and Award Procass for Construction Projacts

22,

24,

26.

27.

28,

28,

M —

PN - Submit wori: order to star: contract execution prozess

Tne Project Manage compieter the Desarcmen: 07 Contratiing and Purchesing {DIP} work order o
tar the contract @¥ecution process. Tns work order form iz submitzed 1o DIP alang with tihis
ontraczi Summary to the City Administrator, 5chedule T anc a copy of the Resaiution. The Froject
vianagaer also informs Projec: Delivery that the contract execution proces: he: startecd 50 that
roject Delivary zan azsign @ Resident Tngineer to the projaci

= {0 v

v

DCP - A_51gn personnal, review documents and prepare contract

The Fron: Desk personne| iog th: work order into the database and forwards to the Supervisor for
assignment to the Analyst, The Analvst (1) reviews the documents for language consistenzy and
pregares contract dozuments wsing publ shncf details in bid documents and Resolution, {2} prepares
Performance and Fayment Soncs on the Jiny's required form, (3} includes Schaduie Cin Contract
“acket, (4} inciuaes W-E form in Contract Da ko1, {3} requesis Contractor’s License anc Tax License
(2) requests any other required documents not submittes during time of bid, and (7} prenaras

cover letter to contractor outlining contants of packet and instructions.,

DCP - Mail Contract Packet
The Analvst distribures the Contras Facket to the Contractor with 20 calendar day turnaround time.

Contractor - Submit signed contract and requested documents

The Contractor subimits bonds, insurance, signed contract and all dozuments noted in Step 23

above to Department of Contracting and Purchasing (DCP).

DCP - Review and-prepars contractor documents for execution

The Analyst raviews the Contract Packet for completenass and prepares it for sign off by City
Attornay, Public Works Agency {PWA) Assistant Director, PWA Agency Director and City
Administrator. ’

Office of the City Attorney ~ Review contractor documents and sign contract -

The City Attorney reviews the Contract documents as to form and legality, signs the contract and
then returns to Department of Contractmu and Purchasing (DCP) to forward to Public Works
Agency { PWA)

PWA - Assistant Director and'Agen:yDErector sign contract

The Assistant Director and Agzncy Director review and sign the contract and then forward to the

ity Administrator.

CAO - Sign contract

The City Administrator signs the contract (finalizing contract exzcution) and then returns it to
Deportment of Contracting and Purchasing {PCP). :

SK 02/16/11 _ Page 4



cxisting Contract Bid and Award Process for Construction Projects
30. DCP . Assign Purchase Order number a'wd distribute sighed contract
Order numbsar anc distributas tha

The= #nalvst processas the signec contract, assigns g Purch
ariginal signad.zontrazt to {1) City Clark, [2) Contracior, an
arz distributad to (1) Projaci Manager, (2] Rasidant Zngina
Sozial Zouiny.

52
=i
=3

A:"om“ Payabla. Conirac: cooies

d
27, 13) Contract Administration, and {4)

31, PWA - Estabiish Notize to Procead
The Projaz Managar sends @ requast with 2 ooy of tha signag Zontract ©o Project Dalivary 1o issue
Notice 1o Prozaad. The Rasident Enginesr coordinatas with the Contracior and Projest Managsr
{and other agancies or invoivad parties, it nacessary; 1o 527 up thz Pre-Construction vizating.

fada)

32. PWA - Conduct Pre-Construction maating

ne Resident Engineesr, Contractor and Projact Manager {and othar agandes or invoivad parties, i
nacassary) mast to discuss construction datails and concarns. A date for Notice to Process (NTP) s
. . y .

w
w

PWA - lssu= Notice to Procead

he Rasident Znginaer praparas the Notize o Procead {NTP) for Assistant Director
Assistant Director issuas the NTP,

SK02/16/11 , Page 5




ATTACHMENT 11

Froposed Cowract Bid sad Award Process tor Conslruclion Projecis
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FWaA o Publlo Worky Apznty
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BDGT = Budzel Offee
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Attachment R

DEPARTMENT OF CONTRACTING AND PURCHASING
PURCHASING OPERATIONS
TYPICAL TIMELINE

4o
Working Days 12 3 4 3 6 7 B 910 1112 13 1415 1§ 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 48 49 500253 54 55 56 57 58 59 &
diifurrial v b - -
Lagt @
i il
i = —
p 2 &
Z
5 = s’
ws o'
“oal 20 a3 .
T &3 =L
Funnal _ N - [— > » % |
I gl f % |
! s
u
B SpEs App a
0 ~dveitise 14
1 Recap 3
12 swand i
Teaal 60N

Tash esaiiption

Iy

21t depanment’s 1equest intg biddabia fonnat, make sure requirements meet all Conncil goals and directives, and seek local participation.
2= gl dspannein sigioif un proposed specification.

3 Tihe mintinum ume calenlated cotdd be longel s non-local veadors.
- e weeh 13 the average line 1eqired 1o receive adequale bids.

2 - Eralizte bids jur lowest responsible bidder.

uo- Paeumient @wand prepaie and issue Puicbase Oider.

- Ugnvent deparunani's request Inle biddable format, make sure requiremerits ezl all Council goals and directives,
- Dgpastineilt reviens specificalions, if specifications meets depaitinent’s expeclations department signs oli.

v apedncatons aie gpproved, duplicated and maited to vendors for a bid,

i - Regyulieniens ior s

zaitications are faxed 1o 1he Oskland Tribune for advadisement, a mininuim of 10 days before bid opening date.
11 - Bids are1eceived and a bid recap is prepared to evaluate lhie lowest hidder.

120 An zwand package is prepaie for Cily Conncil's appoval for (he lewesl Didder

Childecuments and SetlingsMindnnlocal SellingsVlemporzry (nlemel Files\OLKBCA\Purchasing Vimeling 3-3-11.xls
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DEPARTMENT OF CONTRACTING AND PURCHASING Attachment C
CONTRACT ADMINISTRATION
EXECUTED CONTRACTS
Requisition Sourcing Contract
Worling Working } Total
Project Name Submitted Open Date Closed Day_s to | Execution Days to | Working
Date Date Bid Date
) Contract| Days

Opening
Rehabilitation of Sanitary -
Sewers in the Easement of 8-Feb-10| 24-Aug-10[ 16-Sep-10 15 11-Mar-11 31
Knowland Park 46
Fruitvale Avenue to High
Street, Oakland Waterfront 30-Jun-10| 9-Aug-10| 19-Aug-10 54 23-Feb-11 45
Trail 100
Hardy Park Restroom Project 5-Aug-10| 2-Sep-10[ 16-Sep-10 27 14-Jan-11 44 71
Blight and Fiscal Services for
Redevelopment Plan
Amendments for Central
District and 15-Jul-10] 25-Aug-10| 2-Sep-10 25 9-Dec-10 2
Broadway/MacArthur/San
Pablo Redevelopment Project
Areas 27
Preparation of Environmental
Impact Reports for the
Proposed Amendments to the
Central District and 15-Jul-10| 25-Aug-10[ 3-Sep-10 36 3-Feb-11 36
Broadway/MacArthur/San
Pablo Redevelopment Project
Area Plans Y 72
fﬁﬁf\ffr:;?f;"' Park 28-Jul-10f 17-Aug-10[ 16-Sep-10| 33 | 26-Apr-11[ 79 | .,
oecall Caplial Improvements | 4.oct-10| 15-Oct-10[ 26-Oct-10] 15 [ 18-Feb-11| 21 36
As Needed Civil Engineering
Services for the Oakland Army | 23-Jun-10[ 29-Jun-10| 21-Jul-10 19 31-Aug-10 12
Base Redevelopement 31
Engineering Services for
Preparation of a Legal 15-Jul-10[ 27-Aug-10| 17-Sep-10| 43 14-Jan-11| 22
Description for the : 65
\é‘;tr:';’ga%fre“h and Bducation | 16, May-10| 28-May-10] 18-Jun-10| 22 | 18-Aug-11| 14 %




DEPARTMENT OF CONTRACTING AND PURCHASING Attachment C
CONTRACT ADMINISTRATION
Projects Pending Execution

Project Name Closing Date

RFP for Property Managment and Maintenance Services 4/27/2011 14:00
NIB (P233285) E. 18th Street Improvements Project 4/28/2011 14:00
(NIB) P233282 Foothill Blvd Streetscape Improvement Phase I 4/28/2011 14:00
REFP Real Time Closed Captioning Services 5/13/2011 14:00
REP FOR MLK JR. WAY & PERALTA STREETSCAPE DESIGN 4/30/2010 14:00
REP FOR AS-NEEDED ECONOMIC CONSULTANT SERVICES _ 5/21/2010 14:00
CITYWIDE STREET RESURFACING AND SEALING 8/12/2010 14:00
RFP FOR A STRATEGIC PLAN FOR THE CITY OF OAKLAND'S

WORKFORCE INVESTMENT BOARD 1/3/2011 14:00
(NIB) CIP 2008-2009 TRAFFIC SIGNAL INSTALLATION 1/13/2011 14:00
(NIB) C377710 Morcom Rose Garden Improvements 1/13/2011 14:00
(NIB) On-Call Citywide Emergency Roadway Repairs Contract FY 2010-2011 1/20/2011 14:00
RFP for Clean Lake Project 2/4/2011 14:00
(NIB) C267620 Replacement of Tidewater Avenue Sanitary Sewer Pump Station | ~2/24/2011 14:00
((NIB) C312210 The Rehabilitation of Sanitary Sewers in the Arca Bounded 37177201 14:00
(NIB) C329120 The On-Call Sanitary Sewers Emergency FY 2011-12 3/17/2011 14:00
RFP for Provision of Translation and Interpretation Services ' 3/25/2011 14:00
(NIB)C369620 Citywide Street Rehabilitation and Reconstruction Phase [ - 4/7/2011 14:00

NOTE: Projects above are in various stages of completion from Bid Process
toPending Contract Award '



